Office of Student Engagement

Event Planning Checklist
DEFINE THE PURPOSE OF THE EVENT 
_____
What is the theme for your event? __________________________________________________
_____
For whom are you creating this event? ______________________________________________
_____
Who is the “audience” for this event? _______________________________________________
_____
What is the purpose of this event (fundraising, educational, entertainment)? ________________
______________________________________________________________________________

______________________________________________________________________________

CONTENT TO MATCH PURPOSE 

_____
How will you deliver/carry out the purpose of your event? _______________________________
_____
Would your event benefit from having a guest speaker? _________________________________
_____
Can you request a speaker from on campus? __________________________________________
_____
Are you looking to obtain a speaker from outside sources? ______________________________
_____
Does your event need a band or other performer? _____________________________________
_____
Will your venue support the A/V equipment these performers will require? _________________

______________________________________________________________________________

_____
Do you need to seek out off-campus vendors to rent equipment, provide catering, or to fulfill other needs? ___________________________________________________________________

______________________________________________________________________________

SETTING A BUDGET 

_____
What are the costs associated with various aspects of your event (space reservation, marketing, speaker fees, equipment rental, security, catering, etc.)?  _______________________________

______________________________________________________________________________


______________________________________________________________________________

_____
How will you pay for this event? Are you able to raise funds to support this event? ___________

______________________________________________________________________________

_____
Did you request money from Undergraduate Student Government (circle one)?


Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Which campus departments or community partners may be interested in supporting your event through donations? ______________________________________________________________
SET DEADLINES

_____
How long before your event will you need confirmation from any speakers or performers you wish to have at your event? _______________________________________________________

______________________________________________________________________________

_____
When do you need to purchase the materials necessary to have your event? ________________

______________________________________________________________________________

_____
How will you advertise your event to your audience? When and how often will you advertise for your event? ____________________________________________________________________
_____
Who is helping you put on this event? When will these individuals know the specific details of their role in facilitating the event? __________________________________________________

______________________________________________________________________________

SET LOCATION

_____
Do you have a confirmation from your venue for your reservation (circle one)?
Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Are there fees for renting this facility or the equipment you need for your event (circle one)? 
Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Can your venue support the entertainment you are attempting to provide?


Yes


No


Maybe



Notes: ________________________________________________________________________

_____
If your event is scheduled for an outdoor venue, what is your plan if it rains? ________________

______________________________________________________________________________


______________________________________________________________________________

HUMAN RESOURCES

_____
Will your event require the presence of DPS to provide security?

Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Should you contact the Plant and Service Operations office to assist in any outdoor setup or cleanup?
 Yes


No


Maybe


Notes: ________________________________________________________________________
_____
Who is your contact person with your venue in case you have questions about your setup? ____

______________________________________________________________________________

_____
Have you arranged hotel accommodations for any guest speakers or performers at your event (if applicable)?

Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Are you having food at your event? If so, what? Do you need linen?
Yes


No


Maybe



Notes: ________________________________________________________________________

_____
If being catered, is the food an approved university caterer or on the Student Center’s Preferred Catering List?
Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Does your event need volunteers to staff the event? ___________________________________
_____
If your event requires volunteers, how many volunteers do you need and what is your plan to recruit volunteers?

_____
Are there environmental or safety concerns regarding this event? _________________________

______________________________________________________________________________

_____
Have you contacted University Communications to create a press release for this event? ______

______________________________________________________________________________

_____
Have you contacted Printing and Duplicating or Student Center Marketing and Graphics to create fliers or posters for your event? _______________________________________________

______________________________________________________________________________

PERMITS & WAIVERS
_____
Do you need to purchase insurance to protect you in case someone is harmed during this event?

Yes


No


Maybe



Notes: ________________________________________________________________________

_____
If you are fundraising to support this event, do you have the permits necessary to solicit funds?


Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Have you secured parking for your guests at this event (if needed)?


Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Do you have liability waivers for volunteers or participants of your event to complete?

 
Yes


No


Maybe



Notes: ________________________________________________________________________

PUBLICITY

_____
Who is your “audience” for this event? How can you reach these individuals? _______________

______________________________________________________________________________

_____
Are there physical locations you can use to advertise for your event?


Yes


No


Maybe



Notes: ________________________________________________________________________

_____
What will it cost for you to advertise for this event? ____________________________________
_____
What resources do you have available to assist in your marketing of this event? _____________

______________________________________________________________________________

_____
Do you have a clear plan of when, how, and why you will advertise for this event?


Yes


No


Maybe



Notes: ________________________________________________________________________

EVENT LOGISTTICS
_____
Have you created a schedule outlining the specific details of your event?


Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Have you created a stage schedule (for production related events)? _______________________

______________________________________________________________________________

_____
Do you have individuals to assist on-site with the event?  

Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Have you arranged audio-visual for your event? 


Yes


No


Maybe



Notes: ________________________________________________________________________

_____
Have you arranged ticketing for your event? 


Yes


No


Maybe



Notes: ________________________________________________________________________

